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Some Correspondence With a Lieu- 


tenant Commander of the 
United States Navy 


By John Robert Gregg 


NE of the fascinating and important written or spoken there is human interest, 
incidents of the life of the editor is romance, life. 

the correspondence that comes to And that brings me down to some very 
s desk from all parts of the world fromthose interesting correspondence I had with Lieu- 
tenant Commander Gil- 
bert P. Chase, now 
retired, of the United 
States Navy. The 
commander, who is a 
close student of science, 
is a writer on many 
it has a tremendously subjects. In one of his 
gripping interest for first letters to me he said: 
nearly all those who . Four months ago I got your 
ein’ . oo shorthand books I started 
ake up the study of it. to learn the system without 
shown , instruction—only the books— 


thousands of ways. and to put it into use in my 
daily work. I make many 


It was reflected in the 
notes every day I have not 
. rrespondence we re- had the time I would like to 


ived from boys in study and practice the exer- 
cises, but I have kept right at 


1e trenches who found 
li llv 1 " | it, getting a little more each 
were y pet ween | day, until to-day I wrote 
hots, to jot down some- 185 words in my notebook on 
ing in the mystic an ordinary subject without 
; t sing he words saying 
iracters and to write choosing the ords saying 
, } just what came to me, and 
letters about 10 when I got through I found 
that I had not looked up any 
in the corre- words in the dictionary or 
: elsewhere: I was writing 100% 
spondence that comes shorthand, with ease with 
in perfect accuracy, and with 


10 are genuinely in- 
terested in shorthand 
its own sake. Short- 
ind is such an _ inti- 
mately human _ thing, 
en you think of it, 
that it is not surprising 


his interest is 


ne 


found time for 


m the explorer 
e Arctic regions; from fairly good speed 
. : It has been a great help to 
pries in he 
priest , faq the me, and just what I need 
istery; from the I felt sure of that when I took 
rgeon in the hospital; it up; but what was more 
. . . .e } > . . ‘ 
m the missionary Lt. Commander Gilbert P. Chase chee / expected i ae —_ 
1° “ea rT < t ore what has astonisnec me rom 
China or Africa: U.S. N., Retired lene to time, fs the setfection 
the shorthand of the thing as an art and 
a science I never expected to find such beauty, facility, 
and power of expressiot It is truly a great advancement 
when the pen in the hand can put the words on the paper 


’ 
husiast in Australia or India, or wherever 
may be and of whatever nationality, race, 
gion, or creed. Where there is language ag fast as they come from the tongue. 
re is shorthand; and where language is This letter discloses a refreshing discovery 
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by the Commander—that there is a medium 
for recording thought that imposes neither 
mental struggle nor manual handicap. How 
many have discovered what a boon short- 
hand is—how it helps us to get our thoughts 
down on paper as they come fresh from the 
brain! A naval officer deals with practical 
things—with mathematics, the handling of 
men, the science of navigation, the methodical 
records required by the regulations, and 
constant study to keep pace with the ad- 
vancement of his profession. He found a 
great interest and utility in shorthand and 
writes of his experience: 


Gregg Shorthand finds in my life the two prime reasons 
for the existence of anything in this world, one of which 
is usually sufficient—Beauty and Usefulness. I have not 
had the time and opportunity for practice that I would 
ike to have; but the more I know about the system, the 
nore I find in it the embodiment of definite artistic and 
mechanical ideals—those ideals that aim at perfection 

human endeavor. . . 


As to the dictionary, a word for myself. I have the 
lictionary habit with a vengeance. Time was when I 
found it irksome to go to the dictionary to clear up the 

eaning of a strange or unfamiliar word. During the last 
three or four years I have hunted them relentlessly. Now 
I catch words in the dictionary with the same relish that 
I kill mosquitoes. When I took up shorthand, I went after 
every obscure outline in the same way. I want to learn 
Gregg as it is. I don’t want to have a little Gregg mixed 
with something of my own invention. I know that there 
is little or no analogy in the English language. I will not 
trust myself to make up words by sound. Not yet. 


For the last three years I have made notes ina system- 
atic way, writing about whatever impresses me most 
at the time. In my book covering the period from Sep- 
tember 20, 1919, to May 10, 1920, I have written about 
two hundred different topics. I estimate from inspection 
that each topic is touched on three times on the average. 
Only four topics are mentioned more than ten times, the 
frequency for these being 31, 21, 16. and 10. Shorthand 
is 31, about ten times the average, although I did not 
take up the subject until about three months after the 
book was started. That is an indication of how much I 

ave been impressed with the evolution of shorthand in 
ny life at this period. 


This letter indicates the growing use of 
shorthand in the Commander's life and how 
it multiplied the power of expression and 
increased his appreciation of its advantages. 
With this came a natural desire to have others 
enjoy these benefits—a desire to extend the 


use of shorthand to the fullest. That spirit, 
is an outstanding characteristic of officers in 
the United States Navy and Army. He writes: 


“C-11,"" which I sent to the 


I inclose a copy of a letter, 
Navy Department lately. 


I wanted to bring out in this letter, it looks to me as 
f the time has come when we should have a standard and 
recognized system of shorthand the same as we have now 
for longhand. 

During the last two or three years I have read every- 
t writing for publication, literary 
have found 


ng I could find abou 
work, etc., and what surprises me is that I 
© mention of shorthand or any suggestion of taking it 
1p as an aid in literary work. Yet when I came to do more 
writing than I had done before, I took to it as the most 
natural thing in the world to do. 


The letter to the Navy Department is 
most interesting, because logically, and with 
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almost axiomatic arguments, he 
the need for hand 
shorthand, for the navy. 

To quote from his letter to the Secretar 
of the Navy, in which he makes definite a 
practical suggestions: 


prove 


short , and a standardiz 


1. During the last three or four years, I 
the habit of writing notes for my ow: 
than I had done before. Ti 
I began to appreciate tl 
form of writing as a means of transferring th 
The mind had to wait for the hand; the I 
much work in writing 
parts of words as “‘a, an, and, but, for, in 
ship,” etc. 


wards the end 


e insufficiency 


r and over agair 


2. I took up the use of abbreviations s 
in fact, I started t 
and simplified spelling 
developing into, I thought it would be best 
the existing systems before ) 
in a civilian stenographer 
me on boards of investigation 
him what I was doing 

He said, “Why dor 
of shorthand?” 

I said, “That's what I want to talk to : 
me the general principles on which you make the outline 
and the symbols you use for such words as ‘a, an, and, as 
but, for, if,’ etc.” 

He used one of the ———-—— systems, which 


devise my own system 


Seeing what 


enlarging my owr 
+ 


and other dut 


who had 


1 try one of the regular syste: 


1 about; te 


he explains d 
to me and showed me how to make some of the letters 
words, and wordsigns The three positions, on, above 
and below the line of writing; the crookedness of the char 
acters; and the lack of smoothness in the outline kept n 
from giving up at once my system for his. Other persor 
in the office, learning of my interest in shorthand, 
forth the merits of their respective systems and broug 
the books for me to inspect. I found there were almost 
as many systems of shorthand in use as there were stenog- 
raphers in the building. One of the girls who used the Gregg 
made a strong argument for that system, supporting 
by reference to the books. 
3. Having impartially examined the different systems 
I selected the Gregg as matching most nearly my ow 
conception of what a system of shorthand ought to be 
I bought the books and started at once to put the systen 
to use in my work. This was on the sixth of January, 192' 
and this is what I wrote about it on that day 
There is much more of the scientific and the 
beautiful about it than I thought from what I 
had heard about it. There is one thing that I was 
surprised to observe. Shorthand is an exec 
method of writing and not a haphazard, hit-or-miss 
method that we are led to believe from the ways 
of the yeomen and yeomen (f). If I should write 
my final will and testament in correct, exact 
shorthand, Gregg method, it could be interpreted 
just as certainly, fully, and definitely and com- 
pletely as if I had printed it in clear, plain, large 
capital letters. In a very short time I will be writ- 
ing all my notes in shorthand—not only what 
intend to transcribe on typewriter, but my re 
notes, like this book, as well. It is just wh 
wanted. 
4. I have 
up from the books 
introducing it gradually into my writing 
familiar with ter two months, I was writing 
notes 100% shor I had to look up many words 
the dictionary as I was writing it and learning 


it at the same tim 


tion whatever 


d no instru 


using the shorthan 


5 I have relz d my expe rience, because I believe 
is typical, and may be taken as indicative of a moveme 
time toward a 


of transferring 


which we may expect to see started any 
more general use of shorthand as a mean 
thought to paper as well as of recording speech. It. seen 
reasonable to expect that, having within reach a mea 
of writing our thoughts as fast as they can be formed 
into words in the mind, we will not be long in recognizing 
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e advantages of the system and putting it to general use. 
6. Seeing the subject in the light that I do, I make 
ese specific recommendations 
1 The Navy Department to appoint a board 
of officers to examine and inquire into the exist 
ing systens of shorthand, and state which in 
their opinion is best adapted to general use 
2. Having decided on a standard system for 
the Navy, to require this system to be taught 
in all yeoman schools. 
3. To invite the attention of the Superin- 
tendent of the Naval Academy to the subject. 
I would not recommend more at present than 
to suggest to the midshipmen the desirability 
of taking up the study of shorthand early in 
their career. 


A short time after this letter was sent the 


Commander wrote as follows: 

I am pleased to let you see the inclosed letter from the 
Navy Department. It looks as if the seed fell on fruitful 
soil 

When I first looked into the question of shorthand, I 
was impressed with the firmness and strength of the con- 
viction of the Gregg users in the wisdom of their choice; 
and in their loyalty and devotion to the system of their 
Now I am gratified to find that the Navy De- 
judgment in the matter. 


adoption. 
partment has confirmed my 


The next step is to get the other departments of the 
Government to follow the lead of my seagoing branch. 

Wishing you continued and increasing success in a work 
which I helieve the world will some day put its stamp of 


greatness upon, I remain, 
The letter from the Bureau of Navigation 


which he inclosed reads as follows: 
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Subject 

Reference a) Your 
on the same subject 

1. The 
reterence i) relative t 

2. The matter of i 
in shorthand in the Yeomar hools ha n under cx 
differe 


Short} 


Bureau acknov t ‘ cipt of your let 


of instruc 
sideration for some tin tte uc vi the 
systems taught in variou yusiness col the Bureau 
has decided that the Gr t ptable 
and suitable for use in tl ‘ nd instructio have 
been issued to the Ye ! 
shorthand using this 
; The 
of shorthand early 
attention of the Superintender itl aval Acadet 
4 The 
and recommendations 


subject 
brought to the 


Bureau wishes t ‘ wv yvour letter 


theretr 


le nce 


The correspon with the Commander 
illustrates the thoroughness with 
investigation. rhe steps in the 
that led up to his final 


First, the realization 


which he 
made his 
processes decision 
are interesting to study: 
of the need of a system of shorthand: 
the thorough manner in which the system 
was selected; and third, the natural reactions 


second, 


of a naval officer to make his findings of the 


greatest benefit to others in the navy. 
Lt. Commander Chase has now retired from 
active service, and we understand will devote 


work and 


sciences relating to naval matters 


his time to literary a study of the 


Let’s Go! 


“MN TENOGRAPHERS now broaden their 
minds and prepare themselves for office 
work by traveling, according to a 

Detroit paper. Says the News: 

“They are not what they used to be. Satur- 
day morning, for example, the oncoming 
clerk at the Hotel Statler saw the following 
register: Miss Aileene Law, 

Law, Miss Mabel Law, 
Miss Fern Owen. All of these girls were 
from Dallas, Texas. The clerk scratched 
Were they a troupe of cowgirls 
Were they daughters of an 


names on the 
Miss Elizabeth 


his head. 
in vaudeville? 
oil magnate? 

‘No, they were stenographers. 
traveling around the United States to ‘broaden 
themselves.’ They left Dallas a few days 
ago, spent three days in Chicago and will 
spend to-day here before going on to Washing- 
ton and New York.” 

Why not, we say? Travel is education, 
understanding, comprehension, and one of 
the loudest, and perhaps most justified, 
criticisms of stenographers in years 
has been a lack of general education. Busi- 
ness men have complained that young men 
and young women commence the study of 
shorthand and typewriting before they have 
the necessary background of general intelli- 
gence and education to build on. They lack 


They were 


recent 


plain, ordinary common sense, the complaint 
is, and a fair understanding of what is tran 


them inthe world of affairs 


taken the 


Elizabeth Law explained. 


spiring about 


“My 
travel in Europe,”’ 
“I thought I would take a few weeks to see 
the United America first, 
know. School teachers been doing it 
for years, 

The News 
to speak the plain truth, are becoming useful. 
Once they were less useful than decorative 
They puff, lip stick, and 
mirror ‘mill,’ 


a zood- 


boss has summer off to 


states. see you 


have 


continues “Stenographers, 


could use a powder 
better they could use a 
men often felt, that 


behind the railing was worth a 


than 
Business 
looking girl 
full-page ad. 

“But now, Maclean, 
president of the Detroit Commercia! College, 
the required speed on a typewriter for grad- 

Ten years 
most of the 


once, 


according to R. J. 


minute. 
And 


schools are not 


uates is sixty words a 
ago it 
girl students at 
satisfied to study the three R's of stenography 
—shorthand, English, and typewriting. They 
are adding commercial law, accounting, book- 


keeping, and business organization to their 


was forty words. 


business 


course of study. 


‘*Most of them now are high school grad- 
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enter 
know 


they 
they 


know more when 
and the 


to know. 


They 


school, 


uates. 
business more 
the more they want 


“The 


the Board of Commerce has personal applica- 


employment bureau provided by 


tions for jobs often from stenographers 
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They are working their 


Sometimes 


cities 
the 
come in pairs; 


other 
around 


from 


way country they 


they travel alone 
market the 


The se also are , aS are the girls 


sometimes 


Thus there is on the journeyman 


stenographer. 


from Dallas, ‘broadening themselves.’ 


The Niagara Falls Convention of the N.S. R. A. 


August 22-26, 1921 


RESIDENT 


Committee, 


Allen has the Program 
the Local Entertainment 
and the Speed 
plans to make the 


August in- 


Committee, Contest 
Committee working on 
Niagara Falls 


structive, entertaining, and interesting from 


Convention in 


every point of view. 

Mr. Fuller and his Committee are planning 
to make the Speed Contest appeal to a larger 
introducing several 


number of writers by 


new features. Special prizes will be offered 
in addition to the trophy and the 
last month. Additional copies 
of these rules governing the contest can be 
obtained Mr. J. E. Fuller, Goldey 
College, Wilmington, Delaware, or 
other member of the Committee. 

Mr. Bengough and his 
have made and are still making plans that 


medals, 


as detailed 


trom 
irom any 
Toronto colleagues 


will insure every guest ample entertainment 
both during and after the convention. Sum- 
mer tourist from 
points in the United States to Toronto and 
Niagara Falls. A week or two of real vacation 
at convention August 
part of the summer plans of every reporter 


rates are obtainable most 


time in should be a 


who wants to combine business with pleasure 


in a profitable manner. 
Messrs. Smart 
approval of President 


have the 
tentative 


Bottome 
Allen on a 


a program which provides that 


and 


outline for 
Committee reports shall be so 
interest. 


even routine 


presented as to rouse and sustain 


some of the speakers are: 


suggested subjects for discussion and 


(A) SYMPOSIUM on “How to Achieve High Speed in 
Shorthand.”"" Mr. Nathan Behrin in charge of Sec- 
tion Papers to be requested from Messrs. Behrin, 
Marshall, Bottome, Victory, Carson, Gurtler, Swem 
and others 

(B) SYMPOSIUM on “How to Sell Shorthand.” 
viewpoint of Teacher, Court Reporter, and Free 
Lance Reporter. Papers to be requested from Messrs. 
Eldridge Monro, Sammis, Newkirk, 
and others 

(C) SYMPOSIUM on “The (¢ 
Professional Shorthand Field."" From the practical 
side of the Court Reporter and the Free 
Mr. Edgecomb to be in charge of Section. 
to be requested from reporters in Boston, 
York, Chicago, St. Louis, and elsewhere. 

“How to Train Future Court Reporters."" Mr. Clyde 
Marshall in charge of Section. Papers to be requested 
Messrs Marshall, Bottome, O'Keefe, and 


From 


Edgecomb, 
hanged Conditions in the 
Lance. 


Pax Ts 
New 


from 
others 


E) The Pons Asinorum of the Shorthand Speed Artist 
A humerous paper by Mr. Willard Bottome 

(F) “Would the Certified Shorthand Reporters’ Law Be 
Beneficial Throug! Papert 
promised by Mr. William B. Booth. Official Stenog 
rapher New Yor Court and Secretary 
to C S. R. Board of Examiners of New York 
The Stenographer's Vision—a Look into the Future 


Paper promised by Mr. Henry S. Sanders 


United States? 


K Supreme 


It is the intention of the Program Com- 
mittee that all papers be limited to ten min- 
utes and that 
be limited to five minutes. 


Allen 


Entertainment to 


individual discussions thereon 
In brief, it is the 
his committees 


make 


interesting, 


plan of President and 


on Program and 


every session of the convention 
and practical, 

Additional 
may be 
No effort 
mittees or the officers to make the 1921 Con 
well 


living 


and probably better features 


added as the Committee proceeds 
will be spared either by the com- 


only by 
traveling dis- 
tance but by those who must come hundreds 
the 


work 


vention worth attending not 


reporters within easy 


or even thousands of miles to share in 


benefits to be derived from a week of 
and play within plain view of the magnifi- 
cent scenery Falls. 

And not reporters but 


tear hers, and 


of Niagara 
only practicing 
you who have reporting am- 


bitions—here’s your opportunity to test your 
metal in the “‘Amateur”’ least, 
to meet the leaders of the from all 
the country Mr. Fuller is looking 
for your contest applications, and the Secre- 


tary, Mr. Albert C 815 Masoni 
ple, to apply to tor 


contest at and 
protession 
parts of 
(saw lem- 


Chicago) is the man 
about 


and arrangements to attend. 


membership or query your elegibility 


Make it a practice to mentally note the cor- 
rect form for word, and then 
supplement the mental knowledge of it by 
writing it repeatedly. 


. > * 


every new 


It is not enough to know how to write a 
word or phrase; you must attain skill or rapid- 
ity in executing it. 
form many times, aiming to combine propor- 
tion, or accuracy of outline, with speed. 


Therefore, write every 
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Speaking of Oil 
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Speaking of Oil—II 





(Continued on page 349) 
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Ye Editor Abroad 


S THIS number of the Gregg Writer 

goes to press, the Editor-in-Chief 

J and Mrs. Gregg are somewhere on the 

Atlantic Ocean, bound for England. They 
left on June 11, on board the Lapland. 

We have on our desk two photographs, 

taken for passport purposes, and we just can’t 


oo 
a Was 
_Greoo 

Se, - 
me oO ws 4 
oe ee . eo 


resist the temptation of sending them to the 
engravers and giving our readers a good 
likeness not only of the author of our system, 
but also of Mrs. Gregg, who has herself 
played no small part in the progress of the 
Forward Movement in America, a movement 
that has dominated the commercial educa- 
tion of a whole nation. 

Now, they are going abroad looking, like 
Alexander, for new worlds to conquer. Re- 
cently, Mr. Gregg established a_ branch 
office in London and since that time there 
has been such a demand for instruction in 
the system that he has gone across to accord 
his personal attention to the work there. 
Over a thousand teachers are now studying 
Gregg in Great Britain. Students, suddenly 
alive to its advantages over the methods 
prevalent in 
of their instructors, and already the more 


England, are demanding it 
progressive commercial schools are following 
the example of American school proprietors. 

Mr. and Mrs. Gregg not only carry with 
them the inspiration of their presence, but 


their visit strikingly typifies the remarkable 
advance of a movement which, after over- 
spreading a nation as vast as our own, is 
now kindling the imagination and awakening 
the commercia! life of the old world. England 
saw the beginnings of the movement on her 


own shores -but, then, it is the proud boast 


"ees 


*, 
2 


ad 





of Americans everywhere that we afte always 
in the vanguard of progress! 

During their trip Mr. and 
will visit the Continent, especially Paris, 
Brussels, and Antwerp, they will 
renew their acquaintance with their many 
shorthand other nationalities 
They will return in September. 

Bon voyage! 


Mrs. Gregg 
where 


friends of 


C. L. & 
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“This One Thing I Do!” 


(The Key to thi 


7 ee 


plate is given on 


page 354) 


The Latest 100% Subscription Clubs 


‘HE following teachers have _ reported 
their Gregg Writer clubs as having reached 
the hundred per cent mark the last 


list was published. 


ALABAMA 


Louise Eanes, Winnifred H. Ragan, and Laura (¢ 
Central High School, Birmingham 


ARIZONA 
Margaret Byrns, Clifton High School, Clifton 
CALIFORNIA 
Elsie Allen, Union High School, Coalinga 


Phoebe Duame, High School, Eureka 
Sister M. Clarinda, St. Augustine's Academy, 


CONNECTICUT 
Crandall Secretarial College, 
IDAHO 
Lydia Page, Lewiston Business College 
ILLINOIS 


Belle Brooks, Freeport High School, Freeport 
Marguerite C. Schmidt, East Alton 
School, Wood River 


INDIANA 
Jefferson High School, Lafayette 
KANSAS 
Crawford ¢ 
MARYLAND 
Powell, Wicomico High School, Salisbury 


MICHIGAN 
Emily Hilliard, Alpena High School, Alpena 


since 


. Spalding, 


resno 
Danbury 


Howard Harnig 


Lewiston 


Community High 


Mary L. Brown 


Nellie V. Smith ounty High School Cherokee 


May V. 


Elisabeth R 


quette 


Timber 


MINNESOTA 
High School, Chisholm 
Cloud Technical High School, St 
NEW JERSEY 
ster M. Stella, St. Paul's Ac Jersey City 
NORTH CAROLINA 
Lumen Dwight Butman, High School, 
OREGON 


Perry, Baker High School 
Haroun, High S 


ademy 


Leaksville 


Cc. 
F.N 


Baker 
of Commerce, Portland 
PENNSYLVANIA 


Mrs. Cora G. Smith, Corry High School, Corry 
Sister Mary Jeromina, O. S. F., St. Joseph's School. Lar 


caster 


TEXAS 


and Major J. I 
Del Rio 


WEST VIRGINIA 
Washingt 


Lt. Col. C. O. Thomas, Jr 
Robert E. L. Michi 


King, Cam 


Rosa B. Hug Irving High School, Clarksburg 


WISCONSIN 
Dena Rowan, Tomah High School, Tomah 
Myra Bucklin, Tomahawk High School, Tomahawk 


WYOMING 
Mary V. Connell, Hanna High School, Hanna 
Mary V. Heatherly, Washakie County High 
Worland 
Ruth Beggs, 


Schoo 


Natrona County High School, ( asper 
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(he Learner and His Problems 


Conducted by Clyde I. Blanchard, Director of Commercial 
Education and Practice, Berkeley, Calif. 


“Invariability of outline 
is a prime factor 
of speed.” 











Preparing Your Speed Practice 


rwxHERE are in beginners 
popular ways ol 
for speed practice. 
of saying that 
valuable 
and 


vogue among 
preparing an 
This 
there 
time. 
con- 


many 
- assignment 
way 


just another 


re many ways of wasting 
Unless you are extremely careful 
cientious, and ambitious to become a success- 
ul writer, you will be apt to fall into the 
habit of thinking in terms of quantity rather 
than quality as you prepare your assignment. 
pages to hand in to the teacher to- 
uppermost in your 
ther than and correctness of 
ne and the mental and manual training to 


Twenty 
morrow’ is thoughts, 
beauty out- 

e developed. 

Let me suggest to you a definite plan to 
follow until your habits have become so 
that you can safely allow yourself a 
ittke more freedom. This plan has worked 

iccessfully with many beginners, carrying 
them over the transition between theory and 
speed practice, and giving them the proper 


reviews and pen- 


fixed 


ttitude toward theory 
nanship. 
In the first place, I am a great believer in 
little well learned. I always assign begin- 
ners short One page of shorthand 
otes in Speed Studies learned thoroughly 
ich day for the first few weeks of speed 
practice will mean faster 
nainder of the term than an assignment of 
ive Or more pages which at best can be only 
partially learned. It is not hard to devote 
sixty minutes profitably to a page of short- 
ind notes. If you think it is hard, you have 
not developed the critical attitude nor the 
high standards of perfection which you must 
shorthand writer really 


lessons. 


progress the re- 


become a 
worthy of the name. 
ANALYZE YOUR PRACTICE MATTER 

In order to make my plan very clear to 


you I am taking a letter from Speed Studies, 
No. 116 on Page 142: 


Mr. Henry I 
Kansas City, 


have to 


Seymour 
Missouri 
Dear Sir: 
Because of constant exposure to all weather conditions, 
proper service, must be well 


a bridge, in order to give 


Lesson 


built from start te 
so that the material in it will stay in shape 


finis! It must be properly protected 
That means 
good paint—paint that will protect the steel and iron and 
keep the wood from decay. 
investment and especially so on a bridge 


Good paint is always a good 


For twenty-five years we have been making bridge paint 
Our product is found on bridges in every state in the 
Union. It is giving real protection 
Are you build 
Let us tell you 


money tor you 


How about the bridges in your county? 
ing any new ones or repairing the o!d ones? 
how our special bridge paints will save 
and protect your bridges 


; 


A line on the inclosed card will find us at your service 


Yours very truly 
with this 
a certain 


many things to do 
begin to write it 
Your teacher 


it once as new matter as a starter. 


There are 
letter before you 
number of times. can dictate 

1. If she does this, the first thing for you 
to do is to read it back—if you can—without 
the aid of the book. 
2. Compare each one of your outlines 
critically with the outline in the book, cir- 
cling those that you have written incorrectly. 

3. Read the letter from the book until 
you can read it fluently. You will be amply 
repaid for the time devoted to reading good 
notes. 


4. Master the theory in the 
grouping them under the general headings 
of wordsigns, phrases, new common words, 
In this letter these 
among others, the 


outlines, 


new uncommon words. 
groups would 


following words: 


contaia, 


Worpsicns: Because, all, give, keep, always, real, tell 
it-must-be, so-thal-the, in-il, 
, will find. 


Constant, built, start 


PHRASES In-order, must-be 


we-have-been, t-i 
NEW COMMON 
decay, 


giving, let-u 
WORDS ma/erial 
repatring 


NEW UNCOMMON WoRDS: None in this letter. 


Such an analysis of the contents of this 
letter is very beneficial to you. In making 
it, you cannot possibly fall into the bad 
habits which come from mechanically re- 
writing a letter. You are really surprised 
at the number of wordsigns and phrases in 
the letter. You recall the statement often 
made by your teacher that at least fifty per 
cent of ordinary dictation is made up of 


wordsigns. This brings home to you the 





Abstract of title, accommodate, account- 
bankruptcy, bargain, beneficiary, 
lading, | 


*tter, combination, 
» Comparison, compensation, 
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General Business Terms—I 


( Based on list given in Kimble's Vocabulari¢ 


oS ow ct oH oe 


wipeigh At 


~ 


4E~ 5 GC ~ieg Go 


¢ 


? — " 
a ~_ _— - 


to = y 


Aging Oa 


petitor, completion, cx 


accrued, accumulated, consignor, 


account sales, 
D. Data, dealer, det 


adjustment, adjudication, adminis- 
ad valorem, advance, advice, affect, deferred, 
allotment, anticipatory. : J 
bill of engagement, equitable 
ill of sale, blotter, bondholder, executrix, expectation 
Figure, financier 


capitalist, capitalization, 
commencement, commissioner, 
competent, com - 


function 








convert, corner 


deficit, delivery 


Earnings, easement 
>, execution, executor, 


cashier, forfeited, forged, foundation, 


G Garnishee, good will 
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H Habits, heartily, holder, holiday, hurry, hypothe- 
ating 
Identical, 
emnity, index 
J. Journalizing 
I Laborer, lapsed, 
icense, lieu 
M Manager, manifest, marshalling, maturity 
mum, mercantile, method, miscellaneous. 
N. Negotiable, non-payment, notary 
©. Obviating, occasionally, occurrence, offering 
iting, ordinance, originated, overdraft 
P. Patronage, payment, penalty, penalized 
per annum, percentage, period, persuade, precedent, 
preference, preferential, premium, prepaid, presentation, 
prevailing, problem, product, profit, promissory, promoter, 
root. 
©. Quorum. 


illegal, importing, impost, income, in- 
indication, inducement, inferior. 
judgment, judicial 


lawyer, leasehold, legitimate, 


maxi 


oper 


pencil, 


importance of knowing these wordsigns and 
being able to write them automatically. 
The phrases and the bits of theory in con- 
nection with them must receive your un- 
divided attention for a few minutes. Not 
only must you practice them, but you must 
refresh your memory on such things as the 
omission of to when following order, etc., 
on the use of the ten-tem blends in such phrases 
as tl-must-be, on the abbreviation for us in 
some phrases. I am going into detail in order 
to make sure that you see that there is plenty 
to keep you busy if you really want to be 


thorough in your preparation. 
5. Having yourself that you 
know the theory principles underlying the 
outlines and that you can write every word 
correctly, you are ready to begin repetition 
practice. Absolutely no progress is made 
unless each outline is the best that you can 
write. This means constant reference to the 
model for size and slant and joinings. 

6. You will find that you know most of 
the letter now so that you can repeat it word 
for word. You should give attention to 
strengthening your word-carrying ability. 
Take each sentence by itself and practice 
it from memory, repeating it several times 
as fast as you can without sacrificing legi- 
bility. You will soon become accustomed to 
thinkingin groups of words instead of one word 
at atime. This habit is a great aid to short- 
hand writers, enabling them to get the sense 
of the dictation easily, phrase easily, and retain 
their presence of mind under unusual bursts 
of speed on the part of the dictator. 
UTILIZING YOUR SUMMER VACATION 

For those of you who have planned to 
profit by the two or three months’ vacation, 
I have the following suggestions: 

1. Read all the plates in the Gregg Writer 
and copy them carefully. 

2. Correspond in shorthand with one or 
more members of shorthand class. 
If you do not care to have the general publi 
you will find shorthand 


satished 


your 


read your letters, 


quite handy! 
3. Read 


some of the interesting books 
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recom- 
register, 


receiver, recollection 
rectify, reduction 


R. Ratify, real estate, 
mendation, reconciliation 
reissue. 

S. Sacrifice, salary, salvage, schedul 
shipment, shrewd, signature, solicit, solicitor 
soundness, special, specie, specifically, storage 
forward, submission, substitute, subtraction 
supervisor, supplement supply. support, summary 
mons, sundry, surety, surplus, surrender 

Tariff, taxation, telegram, telephone, termination 
territorial, tolerably, tracer, traveling, treasurer, treatment 
triplicate, trustec 

U Unauthorized, uncl 
unhesitatingly 

f Vacancy, vacate 
voter, voucher 

W. Waiver, warranty, 

Y. VYearly. yielding 


select, selection, 
solvency, 
straight 
succession, 


Sull- 


1imed, undergrade, undivided, 


valuatior violate voluntary, 


waybill, wharfage 


written in shorthand. If you like detective 
stories, read The Sign of The Four, by A. Conan 
Doyle. Alice in Wonderland, is more fascinat- 
ing in shorthand than in longhand. Students 
For more serious 
Advanced 


both young and old enjoy it. 
reading, get the three parts of 
Dictation, 

4. Get a job in a busy office—with some 
dictation if possible become saturated 
with the atmosphere of business. You will 
be a more thorough student in the fall after 
having made good in an office. 

My last word to you is Finish What You 
Have Begun! You started out to be a short- 
hand writer. You are well on the way. Short- 
hand opens the door to many attractive and 
worth-while futures. It is one of your most 
Good luck to each of you! 


and 


valuable asscts. 


Sentences on the Similar Words 


WE ARE indebted to Miss Lorna D. 

Brown, of the Keating School of Stenog- 
raphy, Seattle, for the sentences on the 
“Similar Words" given in Speed Studies 
(pages 162, 163, 164, 185, 186), which ap- 
pear on the next page. The drill will be con- 
tinued in the August and September issues. 


oO? 


Shorthand Correspondents 


‘OME of the latest entries in the Corre- 


\” spondence’Exchange are listed here: 


Wilma Dieckmann, 428 E. Fulton St., Farmington, III. 

Marshall E. Main, 227 Dill Ave., Frederick, Md. 

Ruth C. Wertheimer, 313 West Fifth St., Frederick, Md. 

C. Edgar Fahrney, 311 West Fifth St., Frederick, Md 

Leona Schimel, 2300 Jefferson St.. Two Rivers, Wis 

Marie E. Brannan, 1201 Jefferson St., Beardstown, II. 

Albert Spangler, 618 N. Sherman St., Windsor Park 
York, Pa. 

David DeJunio, Box 765, Durango, Colo. 

Helen B. Stout, 135 North Main St., Nazareth, Pa 

Edna M. Wright, 39 Gould St., Stoneham, Mass. 

Alice Praetorius, 49 N. E. 12th St.. Miami, Fla. 

Jack MacFarlan, 1555 E. Gist St., Chicago, II. 

Hilda Mantecon, Chrysthalia Pharmacy, Tampa, Fla 
(Spanish or English) 

Mary E. Craven, 829 West Eleventh St., Austin, Tex. 
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Sentences on “Similar Words” 





(To be continued next month)j 
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(he O. G. A. 


Department 


Devoted to the Development of Artistry in Shorthand Writing 


Conducted by Charles L. Swem, 631 S[ Wabash Ave., Chicago, /1I. 








This department is the official 
mouthpiece of the O. G. A. The 
purpose of the organization is to 
encourage the development of skill- 
ful shorthand writin Membership 
is granted to those whose notes show 
artistic merit. 


OF THE] Hew to Become a Member: Prac- 
ORDER tice the test article until you secure 
two copies that represent your best 

work. Mail one of these to the 
editor of the department and retain the other for com- 
perison with the published plate. If the specimen 
sent us reaches the required standard, a membership 
certificate will be sent you. Otherwise your work will 


AN 


EMBLEM 











be returned with suggestions and criticisms and you 
may try again. To secure approval, notes must be 
correct in theory, accurate in proportion and execu- 
tion, free in movement. 

A Certificate of Superior Merit is awarded to 
those whose notes are of superior excellence. This is 
the highest credential awarded for artistic shorthand 
writing. It will be issued in connection with the 
membership certificate to those whose notes warrant 
it. Members may become candidates for the Certiji- 
cale of Superior Merit. A circular about this certifi- 
cate and how to secure it will be sent on request. 
Examination Fees: An examination fee of ten 
cents must accompany each specimen submitted 
for membership, fifty cents each application for 
Certificate of Superior Merit. 








A Post 


FTER an event or an experience which 
has called forth the best that is in us, 
a natural reaction for us to relax 
After a test of skill, or it may be 
successfully, 


it is 

and talk. 
f luck, which we 
e love to describe to an admiring audience 


have met 
t just what point of the proc eedings we came 
ear losing our nerve, or our breath, or our 
religion—but didn't! When the last point 
is counted in a game of bridge or Old Maid, 
ind we have lost, what a satisfaction it is to 
hold a post-mortem over every play that 
was made, with due and varied explanations 
of why we did not play the right card! 

Now, I am inclined to perform an autopsy 
on the recent O. G. A. Contest. There are 
ome things about it that will bear examina- 
tion, with a view to throwing a little light 
on just why some papers passed and others 
lidn’t. A post-mortem is performed usually 
for the purpose of finding out how the victim 
lied, whether by natural or violent means, 
o if you happened to send in that kind of 
paper, I think I have atheory which will clear 
ip the mystery. 

Many sorts of errors are apt to be made 
1 the writing of an O. G. A. paper, such 
s too small and cramped outlines, uneven 
pacing, or curves without depth or forma- 
tion, but there is one fault that can be stated 
s common to a vast majority of papers which 
ull, the which, in 
fact, more frequently than not constitutes 
he difference between passing and failing 

and that is lack of fluency. Literally thou- 
inds of papers, otherwise excellent specimens 
theory and formation, must be 
flunked because of ‘‘shaky"’ outlines, or out- 
have been drawn and not written. 


yresence or absence of 
I 


ol correct 


lines that 


-Mortem 


This is one fault that an O. G. A. examiner 
cannot condone. She might overlook a 
shallow curve or a missing hump or a badly 
turned circle, and she does sometimes, know- 
ing the perversity of the human hand, but 
a paper lacking a fair degree of fluency is 
“sure out of luck’’ to begin with. That is 
not an arbitrary decision of the O. G,. A. 
authorities, but a most natural, logical and 
beneficial one—beneficial, I mean, to the 
student. Let me explain why. 

We are learning shorthand in order to ac- 
quire a certain facility in reporting speech. 
Also we are studying O. G. A. for the artis- 
tic and practical influence it will exert upon 
our shorthand writing. Facile notes make 
for speed in writing, and artistic notes for 
accuracy in reading. Neither speed nor art in 
shorthand is contributed to by outlines that 
are minutely and laboriously drawn. As bold, 
freehand sketching has in painting an artistic 
value that a stiff, copybook style will lack, 
so shorthand notes written fluently and nat- 
urally not only conduce to speed but make 
materially for artistic beauty. 

There is no excuse for drawing Gregg out- 
lines. Fluency is an innate characteristic 
of the system, of its forward-moving slants, 
its flowing curves, and its kinship to the 
script alphabet that is part of our hand train- 
ing from the grammar grades up. There is 
no more reason for drawing your shorthand 
—much fact—than for printing all 
your longhand characters in capital letters. 

Of course, I know why you do it. I know 
why “shaky” notes were so common in the 
recent O. G. A. Perhaps in your 
daily routine—at dictation or in the class- 
room—you write with the same 


less in 


Contest. 


shorthand 
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characteristic of your longhand, but 
to win an O. G. A Certi- 


fluency 
in your 
in order to form each outline perfectly, 


anxiety 
hicate, 
you slow up a bit Instead of dashing off 
the characters with a graceful longhand move- 
ment, you grip your pen tightly and slowly 
print your O. G. A. specimen. And you do 
make excellently formed outlines by the 
process, but in doing so you sacrifice the soul 
of shorthand—its speed possibilities—be- 
sides violating the function of the O. G. A. 
No matter how nearly perfect your execution 
outline will never 


drawn possess 


may be, a 
the grace of a written one. You have gained 
nothing, therefore, cither temporarily or 
in the long run. The O. G. A. 
for written shorthand; and by drawing your 
specimens you are apt to acquire the habit 
of drawing in dictation, and that is fatal to 


standard calls 


speed and success. 


Fluency was the basis of an interesting 
decision the judges were called upon to make 
You will 


Palmisano, 


in the recent Individual Contest. 
remember that Miss Marie E. 
of Mattoon, Illinois, was awarded third place, 

slight margin over a young 
gentleman in Montreal, Mr. Bennie Cohen. 
Mr. Cohen's specimen of shorthand was as 


but by a very 


theoretically and mechanically perfect as one 
but, while it 
fluency, it was obviously 
Some of the outlines were 
wobbly. I that Mr. 
could write a much more fluent specimen than 
he submitted, and | might say, had he done 
so, even at the sacrifice of his letter-perfect 


wish to see, possessed 


would 
a certain written 
very, very slowly. 
Cohen 


have no doubt 


forms, I believe he would have been a closer 


for first honors. Had his notes, 


were written, shown the same 


contestant 
just as they 
fluency as Miss Palmisano‘s paper did, the 
judges would not have spent the restless nights 
they did picking the winners. They would 
undoubtedly have awarded Mr. Cohen first 
place without question. 

While the characters of Miss Palmisano’s 
paper were not nearly so perfectly formed as 
those of Mr. Cohen’s paper, the fluency of 
her notes was a joy to behold. Rarely do 
we see a paper with more facility of move- 
ment, possessing more inherent speed and 
irtistry. At first it was a toss-up as to who 
would win third place. Mr. Cohen’s mastery 
of form was unquestionably superior to Miss 
was no comparison 
important matter 
came down, 


but there 
between the two in the 
of facility and execution. It 
finally, to the question of which was the more 
important attribute of shorthand— 
fluency or the mechanical accuracy of forma- 
tion—and I think you will agree with me that 
the decision of the judges was justified. 

The fluent paper was awarded the honor, 
not for the reason alone that fluency is the 
life, the justification of shorthand writing, 


Palmisano’s, 


good 
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which és an impelling reason, but also because 
facility of execution is of itself an important 
factor of accuracy (Continued on page 350) 
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Editorial Views 








The Illegible Signature 


rWVHE illegible signature is one of the great- 

est sources of annoyance that the busi- 

ness office encounters. Orders are held 

up, letters unanswered, and a whole train of 

difficulties when there is difficulty 
in deciphering a signature. 

But worse still than the illegible signature 

In the cor- 


follows 


is the omission of it altogether. 
respondence that reaches us this is a frequent 
source of trouble. Stenographers are in the 
habit of writing letters for others to sign. 
When they write their own letters, habit is 
s' rong and they often omit the signature. Very 
often a letterhead is not used and there is no 
means of tracing the source of the correspond- 
ence, 

All these troubles can be avoided by the 
adopted for the United 
An order went 


simple expedient 
States Army during the war 
out that all communications with signatures 
should have the name of the writer typed 
underneath the pen This was 
simply a practical application of the old idea 


signature. 


of writing under a picture, “This is a cow,” 
so there would be ao possibility of mistaking 
it for a horse or a giraffe. The railroads 
had previously adopted it by having painted 
on the sides of cars the words, ‘‘Refrigerator 
Car, “Furniture Car,’ ‘Coal = 


” 


Car, so 
that they could not, by any stretch of the 
imagination, be mistaken for “‘kiddy cars"’! 

The result of the typewritten signature 
check is complete legibility. The practice has 
been promptly adopted by many large concerns 
and is growing in favor every day. Why not 
adopt it? 

Why are signatures generally more illegible 
than other writing? Simply because through 
the habit of writing them perhaps thousands 
of times the writers become careless and the 
ignature degenerates into a mere scrawl. 
Signatures are clear enough to the writer— 
one can become used to almost anything! 

The same thing is observable in the short- 
hand notes of many stenographers. Word- 
signs and familiar phrase-signs often are 
illegible to other writers. They are also far 
more illegible to the writer responsible for 
them than they appreciate. An analysis of 
the errors made by swift writers shows that 
the vast majority of errors occur on the 
small and frequently recurring words like are, 
in, it, the, of, and so on. In the hurry to get 
something down the writer simply “goes 
through the motions’’ without any regard for 


accuracy. Inaccuracy grows on what it feeds 


on. The careless writing of familiar words 


carries over to other words, the correct men- 


tal-pict ure ideal becomes less and less definite, 
and the writing becomes more illegible. 

If you want to make 
like the record of a seismograph, that is your 
own affair, but for the love o' Mike 
other end of the line and 


your signature look 


have pity 
on the fellow at th 
type a translation of it! Thus time is saved, 
ulded to 


mistakes avoides 


the wheels of industry 


Editorial Brevities 
USINESS 


medicine, 


‘68 has displaced the ministry, 


choice of a larg 


ind law as the occupational 


and increasing percentage of 


Wallace Burt 


School 


college graduates,”’ says Dean 
Donham, of the 
Administration in his 


first. 


Harvard Graduates 


of Business report, 


which was issued February 


“While 


law have 


schools of theology, medicine, and 


had a recognized value for many 


years, until very recently no eflective method 
transition trom college to 


Yet this transition 


of training for the 
business has been devised 
is unquestionably more difficult than a similar 
transition from the technical schools to 
engineering positions.” 


What 


increase in the demand for business education 


Dean Donham says about the rapid 
is true. 
turning to this field in larger numbers than 
trend 


Young men and young women are 


ever and the is being felt all 


the way from the secondary school up 


before, 


Notification has been received from M 
Albert Navarre, Secretary of the 
International Committee on Shorthand, ap- 
pointed by the Twelfth International Short- 
1920, that 
Mr. Gregg has been elected Vice-President of 
the International President 
of the United States 

In the letter conveying this information, M 
Navarre says: “‘l 
leaders of the shorthand movement in France, 
we know little present-day 
the United States, and, I believe, on the other 
hand, that in the United States little is known 


Paris, 


hand Congress held at Strasbourg, 


Committee and 


Delegation. 
must say that, as one of the 


about affairs in 


of what is going on in France in this respect 
Without doubt relations could 
be established between shorthand writers and 


much closer 





column one, indicating the spelling of the name “ Bierbauer.”" 
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shorthand scientists in both countries. It 
will be a pleasure to me to coéperate in fur- 
thering this much-to-be-desired object.” 


* > . 


It is announced that the Success Shorthand 
School at Chicago, closed on May first. 
Many reasons for closing the school are given 
in the announcement, such as “rent more 
than doubled”’; ‘‘the fact that Success teachers 
could make a great deal more money writing 
shorthand than teaching it’; and so forth. 
Some of our readers could compress the real 
reason into two words, perhaps into one 

It is stated, ‘‘Mr. James will devote about 
all of his time to court reporting.”” In view 


AV 


Business Letters 


Goods Short or Lost 





Note: To indicate the spelling of a name, place a small 
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of the persistent attacks of Mr. James on 
Gregg Shorthand and Gregg Shorthand 


writers for the past twenty years, one 


, Is 


tempted to make some comment—but what's 


? 


the use 


Dime Clubs for the Sholes Monument 
Fund have contributed four dollars from 
students of Lincoln High School, Mc Minn- 
ville, Oregon, through their teacher A. Pearl 
Edwards, and one dollar from ‘‘a few of the 
seniors’’ of Naperville, Illinois, High School 
This makes a total of $251.48 to date from 


/ 


Gregg Writer readers toward the monument 
in honor of the Father of the Typewriter. 


2 


a 





(279) 


longhand letter above the shorthand character See second letier, 
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the Typist and Office Worker 


A Clearing House of ideas for Typists and Office Workers 


Conducted by Harold H. Smith, 631 S. Wabash Ave., Chicago, III. 








The O. A. T. is the professional organ- 
ization of the artists in typewriting 
It is open to all who qualify as superior 
craftsmen. 
Junior Membership: Membership in 
the Junior division is open to anyone 
who is studying typewriting in a school 
RDER ¥ or by himself who is able to pass the 
Aerie Junior test. 
TYPISTS Senior Membership: Membership in 
the Senior division is open to all typists 
whether attending school or not who have reached 
a speed of at least forty words a minute. Senior tests 
must be accompanied by a signed statement that 
the candidate has attained this speed. 
Competent Typist Certificate: This certificate 
is issu to anyone who is able to qualify at fifty 

















words or more a minute on the Monthly Speed 
Test. No papers rating less than fifty net words 
the minute are to be submitted 

Tests: The tests for both membership and 
“competency” appear in this department each 
month. Tests may be practiced as often as desired, 
but only one specimen should be sent in. Each part 
of the membership tests should be typed on a separate 
sheet. The speed test matter must be written as 
a ten-minute test, subject to International Rules, 
and accompanied by the timer's affidavit. A test 
is good only until the 25th of the month following 
publication. 

Fees: An examination fee of ten cents must 
accompany each membership test. No fee is charged 
for speed tests. A beautiful Certificate is issued 
to all those who pass any of the tests. 





Making Good on the Try-Out 


“YOR most students in school probably 
the biggest single thing ahead is the 
first position—the chance to make good. 

And you will find a goodly number of office 
workers in whose lives the biggest and most 
exciting event was their first try-out. In 
many instances, this try-out resulted dis- 
istrously, but that is all the more 
for its standing out clearly as a mile post 
in the life of the individual concerned. 

We will not consume much time and space 
here considering the ordinary fundamentals 
of applying for a position. What we are most 
interested in is how to insure a reasonably 
iccurate demonstration of the typing ability 
f the applicant. We will take it for granted 
that the typist has already secured a line 
m a position, either through the advertising 
olumns of a newspaper, an employment 
lepartment or agency, or through recom- 
mendation such as might be given by a school 


reason 


or friend. 
APPEAR ON TIME 

The first important step is to be at the 
lesignated place on time. If several appli- 
cants have been referred or attracted to the 
same position, the first one there has an im- 
mense advantage, other things being equal. If 
but one typist has been referred to the posi- 
tion, then any tardiness will be immediately 
noted by the employer and it will certainly 
not make a good impression. Be on time; 
your chances of dealing with a good-tem- 
pered, prospective employer will be much 
brighter for it. 

CORRECT APPEARANCE 

saying that one should 


It goes without 


be neatly and suitably dressed for the initial 
interview. needn't take the 
to hoist their trousers to half-mast, and they 
will do better not to wear loud ties or socks. 
Girls in sensible office clothes stand a much 


Boys trouble 


better chance than those togged up in after- 
noon or evening dress. An excess of paint 
and powder will generally the result 
before the interview begun—and it 
won't be the desired result from the appli- 
cant’s standpoint, cither. That was the case 
of a young lady who ventured into our New 
York office recently. She didn’t get very 
far. I overheard someone “How did 
she think she was going to get a position 
with that kind of a rig on?” 

It is only fair to say, however, that there 
are a few positions open tor the highly deco- 
rated and perhaps creature, 
but such positions are few and far between 
and there is usually a surplus of this kind 


seal 


has 


say, 


overdressed 


of applicant, anyway, so common sense dic- 
tates that it will pay you to prepare for the 
other type of position. 


THE INTERVIEW 


At last you will be invited to speak to your 
prospective employer. It is now or never! 
Either you sell your services to him, or you 
do not. What are you going to do? 

Of course, a great deal depends on your 
training in school. I refer not only to the 
training which your teachers gave you hut 
to the training you gave yourself. If your 
habits of accuracy and your sense of artistic 
arrangement of matter on the page aren't 
very thoroughly established, look out! You'll 
the don’t forget 


be nervous on try-out 
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ask 
knees 


guess. 


that who has been there 


thei 


invone 
didn't 
No 


purposely at 


fairly clog dance | iis 


mv one 1s to hurt you or 


gong 


scare you such a time, t il 


you're normal this little taste of responsibility 
will probably upset your nerves more or less 
and you will do no better than you have con- 


sistently done in school; no better, maybe 


worse, 
back 


your 


story—vou have been 


the | 


indicates, and 


to our 
talk 
where 
think 
to 


cases 


lo vet 
for 


USINE ss 


with 
he 
anvbody 

that, but I 
where boys, 


called 
Take your seat 
t. You'd 
sense enough 
ot 
have lost the job by sitting down ina slouchy, 
lazy 
told 
corner his 
lact, the 
satisfied that this applicant had no backbone 
at all, of he that 
of an animal in his office. 


man, 
sit 
would have 


know 


in particular, 


ere 
do ot a 


number 


a business man 
used the 
bac kbone: 


thoroughly 


fashion In one instance 
that a 


desk 


me boy « in and 


ot 


ame 


in place of a 


in business man was 


and, course couldn't use 


sort 


WATCH YCUR STEP! 


will 
lor you 
Make it 

\ns 


without 


The 


you 


to judge 


t he 


proceed 
state 
brief. 
his every 


business 
Tle 


ol 


man 


may wait to pur- 


your visit Perhaps 


pose 
he will question you. wer 
fully, but loquacity. If he 
favorably impressed, he 
to skill as 
he 
In any event, every 
breaking 
the habit 
vocabulary 


ques 
tion is 
undoubtedly 


This he 


you 


will 
test youl 
the 


i later date 


want a typist 


may do on Spot OF may request 


to return at 
is making or 
If 
English, a 


word utter 


with 


you 
that 
using good 


you 
ot 
and 


man. you have 
large 
correct expression, it will show. A few mo- 
ments of conversation, and you will win the 
first of the battle for recognition. If 
not, luck; better go back school 


and brush up on that much-despised but so 


stage 
worse to 


English! 
THE TEST 


the appoints d 


t he 


necessary 


will 
T he 


man will give you something to copy, a rough 


hour 


At 


yourself for 


you present 


practical test business 
If you write 
letter. 
you 


draft perhaps, or a manuscript. 
shorthand he dictate a 

Now the that 
you; forget that you are seeking employment; 
but that 
thing you 
Try 
teacher. 


will probably 


is time to forget are 


forget everything you are doing 


the 
in 


very same have done daily 
to look upon the 
Write down 


as 


school for weeks. 


business man your 


as 


every word he says and _ insert many 


he 
your transcription 


If 


marks as possible whil« 
It will make 


so much easier, quicker, and surer 


punctuation is 
dictating. 
you 
expe rience difficulty in getting every word 
ot be very 
terrupting dictator. 


interruptions, 


the dictation, careful about in- 


the 
accustomed to 


some men 


but 


are 
many 
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ire not 


the di on and fill 


stenogr iphe I 


the 


indicates 


then in 
words 1] 


sentence 


requiring attention 


Instructions on di 


will 


tation Over, a 
be pointe lo it to you 


to 


Here is the pl xu 
judgment. By tl 
you have seen and heard enough of t 


for you show your 
time 
business man to know whether he is particu 
lax: whether he 


whether 


or good-natured 


is or 
he will probably be 

ils or not. It makes a differ 
too, whether you are applying for wor 


small office 


grouch;: and 
kler for deta 
ence, 


sti 


ina or a large one; whether wo 


has piled up or whether it has not. 


PLAY UP TO YCUR MAN 


If the atmosphere feels tense; if the bus 


Those who are not preter to complet: 


missing 


maching 


ness man is grouchy, or particular, or a crank, 


he 


should 


to death with 


the 


or if is rushed 


directly to machine, askir 


yo 


no questions at first about letter 


double 
ou will have to ask whether 


preference as to 
and the like \ 
he desires carbon copies and, if so, how many 
If nothing is said 
look through th 
desk 


you 


single or spacing 


ibout ty pewriting paper 
of the 
If none 


some 


lrawers typewriter 


until you find some. is there 


will have to ask for Then ge 


ahead and turn out as fine a letter in as short 
i time as you know 

It will pas 
properly cleaned, 
It 
employer-to-b« 
first trial have con 


pleted the work, read it over carefully 


how. 

you to bring your own eraser, 
with the try-out 
embarrassing to have to ask you! 


you tor 


is quit 
for such 


an implement or 


your As soon as 


you 
lor 
errors and lay it quietly and unostentatiously 
the desk, standing d 
creetly at one side until he finds time to look 


on business man’s is- 
it over or until he dismisses you. 

On the other hand, in small offices, wit! 
good-natured, easily pleased or easy-going 
business men, your opportunity for creating 
a favorable impression is increased a hundred 
fold. Such men will be quick to appreciate 
a suggestion that the machine needs a littl 
“Where is the dust rag and type- 
writer oil?’’ Or, if the type are dirty, he will 
flatter himself that he is getting a wide-awak« 
and discerning typist if he is asked for the 
type brush before the letter transcribed. 
In however, look for the 
ra before mentioning 
man. If you 


will prize your initiative 


dusting- 


is 


Suc h dust 


cases, 


g, oil, and type brush 
to the business find 


he 


them can 


them yourself 


more highly. 


SMALL THINGS ARE BIG THINGS 
But the 


your employer's 


regards 
temperament, 
Ww hich be 
Such a matter as clea! 
finger-nails seems a little one t 


whatever situation as 


prospective 
there are several things should 
religiously observed. 


hands and 


work, you 


paper, his 
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know of 
that 


several applicants 
Their 
filthy as to 


mention, yet I 


who have lost out on account 


inds were not necessarily so 


how it at a glance, but perhaps the machine 
dirty or 
they got 
then 


they were compelled to use was 
they careful 
yme of the dirt on 
n the paper in the 
ot to muss the paper by cracking or creasing 

Run it 


nd be careful where you lay it down before 


were not 
their 
machine. Be 


ily, and if 
and 
careful 


hands 


through the machine cautiously, 


lelivering to the business man. 
small 
will pay write three 
fa rhythm drill or familiar matter in order 
with the typewriter. 


In the easier-going offices, or ones, 


you to two or lines 
o become acquainted 


Every machine has its eccentricities and 
test of this kind usually develops the weak 
pvints and forewarns the operator. Be slow 
to use such a method of clatter-and-bang 
is a means Of impressing the business man 
with your skill.” He might 
compare the rate of your practiced matter 
with the rate of your transcription or copy; 
ind if will 
probably 


put something 


DON’T EXCUSE YOURSELF 


Offer no alibis if things aren't just to your 
Many a typist has only fooled him- 


“wonderful 


much disparity is noticeable he 
that 


over.”’ 


conclude you were trying to 


iking. 
elf on this score 
who told the prospective employer that he 
particular make 
himself. 


I remember one applicant 
wasn't accustomed to the 
which he found 
lle was promptly taken into another 
where stood a machine of the make he had 
specified as one with which he was familiar. 
He didn't make good. The business man told 
me that, if he were to judge by the way the 
fellow went at it, he felt sure he had never 
seen that kind of typewriter either. Take the 
machine that’s given you, write no faster 
than it will do good work without piling up 
or uneven spacing, and let it go at that. 
By writing evenly you can turn out a sur- 


of typewriter at 
room 


prising quantity of work in a short time. 

It’s a dangerous thing to find fault with 
any man's equipment, as far as that goes. 
Many a business man thinks that his par- 
ticular, out-of-date rattle-trap of a _ type- 
writer is the only one in the wide, wide world. 
Don’t step on his toes or his feelings either! 

There are many other suggestions which 
could be made to the typist looking for his 
first position, but experience will bring them 
around your way sooner or later, and if I 
told you all of them now you would have 
nothing to look forward to. As I have said, 
much depends upon what you do at school, 
and if you are wise you will seize every oppor- 
tunity while there to do practical work for 
your teachers, the school authorities, or out- 
siders who may bring in work. Every bit 
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of it will lend assurance and quality to your 
performance on your first try-out 


Success to you! 


Material for O. A. T. Tests 
((cood uniti >) 1021 
Junicr Teast 


Copy the artick 


iugust 


carefully, supplying your 


your own titk 
What may 
south and a market f ‘ : of o of its most im 


portant farm products ve ts is | impetus thi 


mear at : t r nat try tor tthe 


week in the decision of Department of 


Agriculture to test in a at Fitzgerald, Ga 
the manutacture of swee 
irom sweet 


The process tor the manu t ¢ ol syrup 


laboratories of the Bureau 


potatoes was worked ot 


of Chemistry by Dr. H ore and he has long been trying 
ommercial test mat The syrup is rich in sugar 


of a fine brown color, and highly palatabk It is valuable 


to have a< 


for baking, candy making, and table purposes; many 
persons think it equal to first-class cane syrup 

While the product is a succes 
point, the 
it to manufacturers until question of the cost of commercial 


production and the market value of the product, compared 


ss from a laboratory stand 


department is not in position to recommend 


corn, and other syrups, is determined 
potato syrup industry lie 


with cane 

The possibilities of the sweet 
largely in the utilization and marketing of a part of the 
crop which heretofor has not been practicable either for 
This results 
innually 


storage or shipment to the rthern markets 
in the loss of a large percentage of the 
Potatoes that are too large or too small for table use or for 


useful in syrup making as 


crop 


commercial canning are as 
periect ones 

The process, which was developed by Dr. Gore, has been 
patented by the Department of Agriculture for the benefit 
ot the 
comparatively inexpensive that plants could be established 


within team-hauling distance of ¢ is the 


public The apparatus required is so simple and 


rowing centers as 
case with canneries 
Senior Test 

1. See how attractive you can make your 
copy of the following conundrum of Orison 
Swett New Success magazine. 

I am 
I am such a simpk 
take the trouble to use m« lam an 
winning success, yet the majority of people have no idea of 


Marden’s from 
? A tiny seed th 
little thing that many people 


at produces wonderful fruit 
never 
important factor in 
my value I act like lubricating oi] on human machinery 
and make the wheels of life run smoother | give grace 
and sweetness to social intercourse and am constantly 
used by the well-bred I from 
banks, shops, restaurants, and markets with a good taste 
in their mouth, so that they feel like coming again. My 
spirit is to please, to help, to make life sweeter, to take the 
right effort 

warmth, 
Iam used 


send customers away 


sting from hard things, to appreciate all 
I am like the sunbeam which brings brightness 
courage, cheer into many a discouraged heart 
in the most successful commercial establishments, wherever 
whether the transaction amounts to a 
i nickel. lam the tiny wedge that 


anything is sold 
million dollars or only 
has opened the door of 
who had no one to give 
me marks the difference 
kindly, gracious soul and the crabbed 


opportunity to many a poor boy 
him a helping hand. The use of 
between the boor and the gentk 
man, between the 
grouch lam “‘thank you 

2. Tabulate the 
about bank and public 
in July in the different countries of the world. 
countries, and show 


following information 


holidays celebrated 
Group the holidays by 
the day of the week as well as the date. 


July 1—Brazil 
Newfoundland 


Canada, Ceylon 
Brazil (State of 


Amazonas 
Bangkok); July 2 


(State ol 


“am 
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Guatemala, Nicaragua, Panama, Uruguay; Honduras, Madag 
slovakia (in Moravia and Silesia) and Bangkok Uru 
6—Czechoslovakia; Ju 7 Dominicat > : July 19 
Republic; l 8 trazil (State f Sao Pau luly 9 ( ni ] 
Argentina; July 12 Brazil (State of Ceara Bulgaria 
Don Republic, Greece, Jugoslavia, Porto Rico, Rhodesia 
Roumania, North Russia, South Russia, Serbia, Ukrainia; t 
July 13—Rhodesia; July 14—Algeria, Brazil, Costa Rica, Rice 
France French Guiana, French Indo-China, French Maranhao) 
West Indies and all other French possessions, Guatemala, Peru, Siam 


July Typewriting Speed Test 


(Test for Competent Typist Certificate, good until Augu 192) 


MAN may be able to answer a set of questions. At the same time he may 

lack the real knowledge and ability which prove themselves only in an emer- 

gency. An employer cannot always discover that ability from a letter, a 
conversation, or even an examination. 

We are thinking of the questions which Thomas A. Edison is said to put before 
men who want to work for him. 

Make no mistake about it—Mr. Edison has a magnetism of his own. Men who 
have never seen him want to work with him. Some of these candidates have re- 
cently sent to the newspapers a list of questions asked them. The longest list so 
published contains 146 questions, starting with ‘““What countries bound France?” 
and ending with ‘“‘What is the lightest wood ?”’ 

The questions are unfair, say many writerstothe newspapers and many editorials 
They test a man for no useful job, unless it be a walking encyclopedia. Men in 
clubs and on trains take the list and throw up their hands over questions like 
“What is the distance between the earth and sun?” or *‘How is window glass made?” 

We don’t throw up our hands. In the first place, the questions are not intended 
for lawyers, or retailers, or farmers, or bankers. They are for men who want to 
work with Thomas A. Edison. And nobody will deny that Mr. Edison has a right 
to ask a candidate any question he likes. All employers do that. None has a monop- 
oly on sensible questions, or on fool questions either. 

In the second place, a test like this is a pretty good barometer of a man’s ability 
to think. If, as reported, one of the preliminary questions is ‘“What do you read ?”’ 
the candidate who blithely sets down a list of substantial books, newspapers, and 
magazines, in an effort to impress the examiner, shows himself to be either a liar 
or a shallow “‘reader”’ if he can’t answer most of the other questions. 

Nothing is quite so ignorant as the ignorance of some of the intellectuals. The 
best stock in trade for a man or a woman who must earn a living is an acquisitive 
mind. 

An examination of this kind—whether written or oral, formal or merely a con- 
versation over a desk top- will often test the latent ability that thrives under 
instruction, and comes into flower in an emergency. Suppose a man simply answers: 
‘“*T would look this up in the atlas,” or “in an engineer’s handbook,” or “‘in Green's 
Short History of the English People.’’ He might stand better with an employer 
in fact, he would stand better with a sensible employer—than the man who tried to 
bluff his way through. 

Knowing where to get information, in business life, is usually far better than 
any effort to have the information neatly docketed in your head. 

You can forget Mr. Edison’s test. He has probably devised a better one by now. 
But let’s make a new effort in our own offices to find a yardstick that will more 


effectively measure a man in relation to his job and his future. (521)—Collier’s, 


[Repeat from the beginning if completed in less than ten minutes} 
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A Post-Mortem 
Continued from page 342 
of formation. In other words, a writtenchar- to make it geometric, a practice deterrent 
acter of the system we write is much more alike of speed and artistry. 
likely to be correct than a drawn character. I believe much of the poor writing of shor 
The theory being—and practice amply bears — hand is directly treaceable to the impression, 
it out—that Gregg cannot be drawn ac- or lack of impression, which the student 





curately, that the tendency in drawing it is gets the first few weeks in school. I believe 
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e cure for all the ills of shorthand 
n—lack of fluency, shallow curves, badly 
be found 
acquires of 


execu- 


circles, all of them—is to 
the conception the 
wrthand writing at the very beginning of 


If she conceives of it 


rned 
student 
her studies. as 
mething to be drawn or copied, then the 
ndency will be for her to draw it through- 
t her life, and the chances are will 
ver write shorthand either correctly or 
iently; whereas, if she is impressed with the 
possibilities of it—that it is 
venture to say all the 
humps and circles, and 
and curves that 
rhe 
shorthand 
not the 
find herself 


or 


she 


nmanship 
art of writing—I 
Imonitions about 
irves that are shallow are 
leep, will 
e shorthand 
art 


necessary. sooner 


that 


never be 


writer learns 
the and 
t he will 


olding down a good position. 


Ss an of penman ol 


sooner she 


. ry; 
July O. G. A. Test 
iugust 25, 1921) 
Philadelphia has much to be proud of in Independence 
ill. And the whole country is happy because of the care 
ich is given to it by the City Fathers of Philadelphia 
The plate on the building tells the story of its participa 
yn in the foundation of the Republic 
Here the Continental Conere 
ned, May 10, 1775 
hen tm 1776-77 it 
Lancaster and ) 
f Philadelphia by the British Army 
Here on June 16, 1775, 
inimentby Con owressa 
Flere on July 4, 1776 
adopted and on July 9, 
n and 


(Good until 


the date it con- 
Revolution, ex epi 
and 1777-78 


temporary occupation 


sai fr 
ine 
al Baltimore, 


ork, due to the 


ym 
uniil the close of 


1m im 


epled his 
irmy 
of Independence 
Articles of Confedera- 
Stale adopted 


George Washington ac 
Cen 721 OF the ( 
the Declaration 
1778, the 
the 


ontinenial 


Perpetual union between were 
nd signed. 
Here 1781, twenty 
f the surrender at Yorkiown were laid at the feet « 
nd his Excellency, the Ambassador of France 
Here on September 17, 1787, the 
nited States of America was adopted and signed 
And hangs the bell—the Liberty Bell—which 
roclaimed “‘liberty throughout the land and to all the 
habitants thereof,’ rung, as the legend runs, by an aged 
e, at the his grandson, when the momentous 
te on Independence had been taken that 
1 of right ought to be, Free and Independent States 
elebrate, the Fourth of July, 1776 


on November 3 four standards taken 


f Congress 


Constitution of the 


herein 


word of 


these are 


m the day we 


O. G. A. Contest 100° Clubs 


itheda A. Hunt 
Evanston, Ill. (52 
arl V. Turner 
la Maclean, Detroit Commercial College 
41) 

rnice Fry, High School 
ter M. Agnesine, 
Minn. (32) 

arl F. Kiddoo, Central High School 
10) 
itherine L. 


Evanston Township High School, 
High School, Colorado Springs, Colo. (71) 


Detroit, Mich. 


Clovis, N. Mex. (16) 


Academy, Mankato, 


Good Counsel 


Kalamazoo, Mich. 
Murphy, High School, Cebu, P. 1. (30) 
rginia Commercial & Shorthand Lynchburg, 
Va. (11) 

E. Wick, High School 
ster M. Amadea, O 
Chicago, Ill. (20) 
ith R. Cox, Senior High School, Bisbee, Ariz. (11) 


College. 


Roseburg, Oregon (12) 
S. F., Blessed Agnes High School, 
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Sister M. Del 


13 
Winifred 
Mass 


Maris, St Wilmington, 


Patrick's 


W 
10 


Brent 1 ig hool, Randolph, 


Minn 
School 


Emma Wyatt, High School, Gilbert 13 


Rose V. McGongk 
Calif. (28 
Sister M. Euladlia 
Mrs. J. A. Nelson 
(16) 
Effie Smither, Western Hig! 
Margaret Lang, High Scho B 
Sister M. (¢ Matthew's 
(12 
Dorothy 
Wyo 
Anna G 
(16) 
Bernice S. True, Deering High School, Portland 
Etha Burnham, Northern Normal and 
Aberdeen, S. Dak 24 
Lois E. Slagg, High School 
Mrs. N. C. Brownfield, Littlef 
(24) 
Ida Payzant 


H. Hale, A 


Santa Cruz High Santa Cruz, 
Ursuline Ax 


High School 


idemy. Paola, Kans 
Sault Ste. Maric 


12) 
Mich 


Md 


>?) 


Paul 


School, Baltimore (36 


lford, lowa 
School, St 


anisia, St Minn 


McNew, Evanst Public Schools 


(24 
Ryan 


Ey anston, 


Humboldt School Paul, Minn. 


High St 


Me. (14) 
Industrial School, 


Beloit, Wis 
rd Sci 


17 
ool, Cincinnati, Ohio 
23) 

Tenn. (11) 
Wis. (29) 
Wis. (14) 
Rockford, 


High School, Everett, Wash 
& I. State Normal, Nashville 
Mrs. Bess King, Merrill City Schools, Merrill 
Alida A. Butterbrodt, High School, Mayville 
M. Louise Wallage. Brown's Business College 

Il, (24) 
Sister M. Agnes Cecilia 

Washington, D. ¢ 12 
Bertha Kaler, Churchmar 

(38) 
Daisy M 

Ill. (51 
Ada Lee, High School, Camer 
Nelle S. West, Joplin High School 
Rosella Highland, 

Ohio (15) 

J. A. Fogt, Idaho Technical Institute 

Isabelle Alsup. High School 
Mabel Ahl, High School, Fortuna, Calif 10 
Lillian E. Esden, Mills Sche Honolulu, Hawaii (14) 
Inez Ahlering, Francis Joseph Reitz High School, Evans 

ville, Ind. (10) 
Marion Scanlon 
Gladys H. Allen, The 

Boston University, Boston 
Marjorie Cowell, High Schoo 
Sister Lucinda, St. Mary's Academy 
Vivian Swift High School, 

Minn. (12 
C. A. Murray 
Irma Stewart 
Sister Wilberta 

(18) 


Academy Sacred Heart of Mary 


Business College, Easton, Pa 


Bell, J. Sterling Morton High School, Cicero 


Mo. (12 
Joplin, Mo 42 
Lancaster High School, Lancaster 
Idaho (35) 
(24) 


Pocatello 


Chattanooga, Tenn 


rl 


(11) 
Science 


High School, Janesville, Wis 
College of Secretarial 
Mass. (40) 
Newberry 
Altoona 
Thief 


of 
] Mich. (14 
Wis 
River I 


10 
Lincoln ills 

Ind 
(11) 
Milwaukee 


High School, Hartford City (10) 
High School, Kewanee, Ill 
Sisters of Notre Dame Wis 


Brother Joseph Bertram, St Louis College Honolulu 
Hawaii (13) 
Mother Louise Henrietta, Sacred Heart Academy 
Honolulu, Hawaii (10 
Francis Borgia School 
Augusta Scheiderer, The 
bus, Ohio (12) 
Ernestine Donaldson 
Pipestone, Minn. (18 
Harry E. Aseltine, High School, Bismarck, N. Dak 
L. H. Diekroeger, High School, Poplar Bluffs, Mo 
Clara Holmes, Custer ( Free High School, 


City, Mont. (10) 


Kaimuki 


Mo 
School, 


St Washington (20) 


odore Roosevelt Colum 


Pipestone Consolidated Schools, 
(41) 
(10) 


ounty Miles 


Club Prizes 
Gold Ring 
Adaline Ambrose, J. Sterling Morton High School, Cicero, 
Ill 
Pin 


ylorado Springs 


Gold 


Helen Thornton, High School, ¢ 

Fannie M. Gernet, Churchman 
Pa 

Bernice Clayborn, Cer 


Colo. 
Business College, Easton, 


High School, Evansville, Ind 


tral 
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(The firs®installment of the 


Myrtle H. Elsdon, The Booth & Bayliss School, Water Homer Repy 
bury, Conn May Phillips 
Letha Creech, High School, Joplin, Mo Thelma Olson, | 
Catherine E. Lovett, High School, Cambridge, Mass Ii! 
Ruth Amann, Theodore Roosevelt School, Columbus, Ohio Mariam K. Martz 
Graydon O'Brien, High School, Portsmouth, Ohio James Farrell, Savar 
Mabel E. Jenkins, High School, Putnam, Conn il 
Elsie Goetz, Brackenbridge High School, San Antonio Eva R. Gersourtz blic ols, Princeton 
Tex. Charles W. Snyder hool, Sunbury, Pa 
Gladys Waterman, High School, East Providence . Catherine M. Cibane t. Francis de Sak 
Ellen Bollinger, Union High School, Inglewood alif. Paul, Minn 
Alto Good, High School, Evansville, Ind Esther Hare, High School, Caldwell, Idaho 
Siiver Pin Flora Surbeck, Walla Walla High School 
7 Wash 
Inez Sorlam, Public Schools, Thief River Falls, Mint Dorothy S. Beebe, High School, Mansfield, Mass 
Mary V. McKone, High School, Lowell, Mass Grace M. Hossler, The Business Institute, Pontiac 
Bessie Ruth Ginsberg, Western High School, Baltimore, Eunice Congleton, Idaho Technical Institute, P 
Md Idaho 
Donna Kelly, High School, Saginaw, Mich Helen Larsor Brown's Business College, Rockford 
Erma Wege, High School, Albuquerque, N. Mex - 
Margaret D. Leenhouts, High School, Yakima, Wash. Bronze Pin 
Agnes P. Finney, High School, Greenfield, Mass. Susie E. Wood, Virginia Commercial & Shorthand C« 
George Weingart, School Sisters of Notre Dame, Burling- Lynchburg, Va 
ton, lowa Elizabeth C. Bailey, Union High School, Fullertor 
Dorothy Smithson, East High School, Des Moines, lowa Alberta Cairnery, St. Mary's School, Morris, Minn. 
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Ohi 


therine 

yutl 
fred Prish, High School 
netia Bar Public 
nd vencher, Sacred 


ingquist, Publi 
1 Cowan, High Sci 
High School 
rds, High Sct 


st 


Mary 


rt Wayt 
lkestad, High School 


rtsmoutil 


River Falls 
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Marian Hurst, Whea 

Mar Canada 
Etta Worthing, High S 
Elizabeth Reynolds, Hi 
Beatrice Robinson, High Scl 
Bessie Randolph, High Sci 
Alma Lee Ewen, High Sci 
Robert Sims, High Schox 
Frances D. Brown, 

Rosa, Calif 
Selma Strauss 
rk City 
Lucy Kerins 


Lexingt 
Abingtor 
nd Lambertvilk 
Kasso Minr : 
College of Busin Kans 
Business ( 


Ports 
Santa 
Wis 

ls, Portland, Oregon 


Heart Academy, Ce ve 


Young Women's Hebrew 


Melrose, Mass 
Hillsdalk 
Kirksvilk 
Hi “x 
ulemy, Utics 


St. Mary's S 

Luella Butler, Hillsdale Colleg 
Florence Newton, High Sci 
Fanny Hendrickson, Seni 
Mildred G 
Mary 
Leila 


Mo 


xmiwin, Utica 
Tucker, High S ishingt kk 
Hamilton, Fra 


motl 


Paul 


eget 


Association 


Mich 


New 


Wa 


1“ Beach, 


Minr 


Yoakum 
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continued next month 


' 


— ™ a ol — eT orm... rm ° he 

Fred Twiest, Ur High Sx Gra Rapi li Key to his One Phing | Do! 

Erna Buehler, High School, Highland, Ill . 

Claire Finley, St. Anthony's School, Oakland, Calif For shorthand plate see page 336 

Mildred Waller, High School, Menomonie, Wis : _ 

Grace Brown, High School, Williston, N. Dak For the benefit oj lnose who are stud y- 

Grace Willaadt, High School, Leavenworth, Kans ing without the aid of a teacher, we 

Mary Keane. Catholic Institute, Jersey City, N. J. print each month the key to one plate 

Gladys Greene, Public Schools, Shenandoah, lowa _ 

Mildred Ludy, High School, Port Huron, Mich Genius is nothing but the power of making a conti: 

Jessie Sharpe, High School, Mansfield, Mass ous effort. Fix in your mind the thing you are going t 

Catherine Haltiner, Sacred Heart School, St. Paul, Minn do, the thing that® is worth while, and then do it wit 

Sophie Siegel, Central High School, Birmingham, Ala determination 

Lola Moss, High School, Cambridge, Ohio A salesman is a genius who has the power of living up t 

Frances Tidler, Academy Sacred Heart of Mary. Washing the motto “This** one thing I do,”’ the power of continuo 
ton. D. ¢ . etiort The genius of being successful can be reached ! 


FI es M , p High Sct LM , applying great diligence to this continuous effort; 
Ossie « e% i v wheship igt on a 


; keeping everlastingly at it 
inaw, | 


; There is no obstacle that cannot be overcome by 


Vera Strout, Thornton Township High School, Harvey, II 
Mildred Bender, High School, Cameron, Mo stacies are great only through lack of trying diligent 
Madelyn E. De Silva, High School, East Previdence, R.1. and continuously to overcome them. They will be ove 
Marie Slawson, St. Sylvester School, Chicago, II. come unless there is an inherent weakness of purpos 

Sylvia Johnson, Coldwater City Schools, Coldwater, Mich. ym our part (128)—R. J. James, in Motor Trade 


man who puts force and intelligence into his work. © 
10 
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More Contest Jottings 


ANSAS held its sixth annual stat 
typewriting contest under the super- 
Mr. J]. N. Kimball, contest 
extraordinary—‘‘the biggest one yet,”’ 


to Mr. Kimball. The 


all, were the best school records 


vision of 
lige 
wrding records, 
ken all in 
ide this year, espe iallvy inthe novice class 
[wenty-three schools and 
ties entered a total of one 
ndred and thirty-five 
ntestants 
the amate 
Miss Mary 
Ellen Smith, of 
Argentine High 
won first 


4 


u 


In 


School, 
ice, writing 8 
words a minute; 
Miss Ruth Young 
id Miss Elsie 
Rawles, of the 
me s« hool, com- 
ng secondand third, 
vith 67 and 65 words 
1 minute respectively. 
Miss Catherine Mur- 
y, of Argentine High 
first 
ice in the novice 


™ hool, won 


Mary Ellen 
Smith 


Amateur Champic n 
iypist of Kansas 


ntest, establish- 
new x hool 
of 
72 words min- 
Mr. Brink, 
Miss Murray's teacher, says, “‘Early 

November of last year Miss Mur- 
but 18 a’ minute; 
6 won the Gregg 
Certificate at 53 words 
February 4 she wrote 


ng a 
record 
a 


vice 
? 


te 
4s 


ray wrote words 
January 

Vriter C. T. 

on 


1 
sine 


minute; 
70 words and on March 24, 
minute.”” Miss Murray 
irth place in the amateur contest 
Second plac e in the novice contest 
is won Gerald Lilliard, with 
? words a minute; third place went 
» Sara Olson, of the Rosedale High 
hool, Miss Olson writing 61 words 


80 words 


also took 


by 


ninute. 
y) 
a 
—T _ s >: ¢ 
Michigan Events in Brief 
YHE enthusiasm the first 
state contest in Michigan to be held under 


e auspices of the Michigan State Teachers’ 
when sixty-six 


generated by 


‘| 


ociation, was evidenced 


nmercial students, representing sixteen 
tricts, ents red the shorthand typewriting 
itest recently held. The contestants wer: 
of first, third 


preliminary district contests. 


winners second, and 


ces in the 


Kansas 


t he 120-word 


Thompson, of 


In the shorthand contest 
test was won by Miss Edna 
Muskegon High, wit! 
Miss 
class, turn 
at that 
dictation was won by 
Midland High School, 
ing in the 
the contest 

Miss Bernice 


first place 


creditable transcript 


98.3% perfect. Thompson also won in 
100-word 


J periect 


ing a transcript 


the 
99 


> 


3¢ speed The 60-word 
Miss Helen Holmes, of 
Miss Holmes turn- 
most irate transcript of 
09 69 
Mohrhardt captured 
» the type- 
writing contest, in which she wrote 
69 words a minute; Miss Amelia 
Kucinski, of lron River, cominga 
close second, with 66 words a min- 
In the novice 
contest Miss Lois 
Hastings, cat out 


ute 


icc 


in 


advanced 


typewriting 
Mac ke Vv, 
winner, 


to her 


lwo Missouri 
Contests 
‘| HE seventh 
annual North 
east Missouri high 
meet took 
place at Kirks- 
ville State Teach- 
( ollege, the 


latter part of April, 
high 


school 


ers’ 





thirty - eight 
ot 

east Missouri being 
Indi- 


schools north- 
represented. 
vidual steno- 
graphic honors 
were won by Miss 
Margaret Russell, 
of Kirksville, who 
95 words a 
minute, Miss 
Emma Hall, of 
Trenton, com- 
with 
and 
third, 


wrote 


Catherine Murray 
Student Typist Who 
Schocl “Novice” Record 
Miss Trois 
with 90 words a 


ing second, 
92 words, 


Kirksville, 


Bre she 


Hurlbert, of 
minute. 
The typewriting contest was won by Miss 
Chillicothe, who wrote 45 
Miss Wilda McCullough 
words a minute, followed 
of Kirksville, 


Leora Cover, olf 
net words a minut 
came second with 42 


by Miss Vesta Hall, 


40 words. 


writing 


Marysville was the scene of the shorthand 
and typewriting contest held under the aus 
pices of the Northwest Missouri High School 


May 7. Miss Emma Hall, of 


Association, 
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Irenton High School, individual short- 


hand honors in the 


won 
100-word contest, with a 
transcript 90%, pertect Che 70-word contest 
Miss Stubenhaver, St 


Joseph, her transcript being 91% 


was won by Agnes 

pertect 

I'ypewriting honors were divided between 
| “4 


Miss He len 


vanced student, who wrote 41 words a minute, 


Renshaw, of Marysville, an ad- 


and Miss Leila Denton, of St. Joseph, a novice, 
Miss Ethelmae Wolfe 


took second place in the novice contest, with 


with a 40-word record. 


39 words, and Miss Opal Stone, of Ridgeway, 


in the advanced group, with 40 words a 


minute 


Fairbury and Decatur Divide 
Illinois Honors 


N the seventh annual interscholastic con- 


held 


University, 


test in shorthand and typewriting 
at the State Normal 
Fairbury carried off high honors, with Bloom- 
Individual 
Miss Blanche Hilliard, of 
Miss 


Fairbury, in typewriting. 


Illinois 


ington second and Decatur third. 
honors were won by 


Decatur, in the shorthand class and 
Hazel Morton, ol 
Miss Hilliard 


pertect, and Miss Morton wrots 


( 


turned in a transcript 99.7 
80 words a 
minute on the typewriter. 

Miss Mohler, of Fairbury, 
second in typewriting, with 70 words a minute, 
Miss Wagoner, of Decatur, 
captured second honors in shorthand with a 
transcript 99.5 


Thelma came 


and Katherine 


( 


periect. 


Dawson and Forsythe Win 
Montana Meet 
NDIVIDUAL henors in the eastern Mon- 


tanatypewriting contest were won by Miss 
Solveig Rivenes, of Dawson, with 66 words a 
minute, Ina Foss, of Dawson, taking second 
place with 61 words a minute. In the novice 
Miss Margaret Nye, of 
captured first place with 53 words a minute, 
Miss Anna 
coming second with 48 words a minute. 

Shorthand Whitley 
berton, of Forsythe, Miss Lucretia Thornton, 


class Dawson, 


Haggerty, of the same school, 


honors went to Pem- 


of Dawson, coming a close second. 


Four Schools Win in Illinois Valley 
Tests 


4 be highest records shown in the results of 
the Illinois Valley Hligh School Association 
Contest held at LaSalle on May 13 follow: 
ADVANCED SHORTHAND 


LaSalle 


Streator 


Josephine Belcher 
Anna May Heinz 


WRITER 


FOR 


Hot HAND 
Ferne Missel Streator 
Martha Gaffn« LaSalk 
ED TYPEWRITING 
Lucille Mahone 
Helen Dorsey 


Spring Valley 

El Paso 
BEGINNING TYPEWRITING 
Spring Valley 
LaSalle 


Elizabeth Wazurkiewicz 
Anna Pabian 


Accuracy Wins Washington 
G. 5S. A. Contest 


"| HE Gregg Shorthand Association of Was 
ington held its annual typewriting contest 
on May 12. Miss Ottilie Wendel captur: 
first place, writing 72 Miss 
Wendel turned in the accurat: 
paper, making but five errors in fifteen mir 
Miss Mary E. Whitney cam 


with 66 words a minute, and Robert 


words a minute 
also most 
utes ol writing 
second, 
: ; ; ; 
Pomeroy third, writing 65 words. The aver 
age of all the contestants was above 60 word 


a minute. Going up! 


Arizona Amateur Typists Show 
Highest Speed of the Year’s 
State Contests 
Vi R. J. N. KIMBALL also supervised the 

1921 Arizona State Typewriting Con- 
test held in Phoenix the latter part of 


In the various classes the 
follows: 


April 


winners were as 


AMATEUR 
Charles Walter 
H. R. Larson 
H. W. Allen 


Grace Stucky 
Freddie Small 


Rossa Pheb 


Freddie Small 
Rossa Pheby 
Helen I. Shou 


Pauline Norri 
Miss Willie Smith 
Katie Carson 
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| Che Shorthand Reporter- 


A Department of Assistance for Stenographers and Professional Shorthand Reporters 


Conducted by Frederick H. Gurtler, 69 W. Washington St., Chicago, III. 


The editor wants to make this a department of genuine help. If you have learned of a 
better way of performing your work, pass it on through the d 

t problems, submit them to the editor and gain the assistance of the wide circle 
of professional shorthand writers throughout the world 


epartment. If you encoun 


To Give means to Receive. 





Opportunity 


F THE opportunity came to you to-day 
to secure an appointment as official 
- court reporter would you be in a position 

» accept it? It would be helpiul, it seems 
to me, if you have the ability to be a court 
reporter, if you would write to the Gregg 
Writer. Some judge in Ohio might want a 
reporter and he might have great difficulty 

filling the position through a lack of con- 
tact with those capable of handling the work. 
If you yourself try to get an appointment 
ind let all your friends know that you want 

ie, you will have increased your opportunity 

1 appointment as many times as you have 
iends who know you want it. 

Recently I learned that a reporting firm 
was trying for weeks and months to get a 
reporter. It did not happen to come to my 
ttention in time to be of any service, but 

such an opportunity comes again I want 
the names on file with the Gregg Writer of 
every one who wants a reporting appoint- 
ment and is capable of filling it. 


QUESTIONNAIRE 


In order to get information on file which 
will enable us to write you intelligently, will 
fill out a form similar to the fol- 
wing, and to the office of the 
rege Writer Wabash Avenue, 


( hicago., 


ou please 
send it 
631 South 


r 
City 

w long have you written shorthand? 

is a reporter? 


, 
iress 
w much experience have you had 
ere? 
you have had no experience as a court reporter, what is 
your speed? 
On testimony On solid matter 
you hold any speed certificates from the N.S. R. A.? 
so for what speeds? 
hat salary or per diem and folio rate would you expect? 
Vould you be willing to accept an appointment in any 
state in the Union? 
not, in what states in the Union? 
you a member of the Nationa! Shorthand Reporters’ 
Association? 
ve three references. 
nd a page of your notes 
This information may not be complete but 
will be a start and enable us to write to 
The occasion 
want to 


ou if the occasion should arise. 


es arise now and then and we 


be helpful to the readers of 
the 
fur reporting and also in the matter of placing 
them in reporting positions. 

There 
steps to be taken before you can begin the 


this Department 


both in matter of preparing themselves 


are, however, two very important 


practice of court reporting: First, you must 
prepare yourself so that you can do the work; 
the ability, you 


second, having developed 


an appointment 


QUALIFICATIONS 


2 


must get 


What the Roughly 
speaking, to qualify for a reporting position, 


are qualifications 
so far as shorthand skill ig concerned, you 
minute 
on testimony, and 150 words on solid matter. 
Right away some will say: “‘Why, you can't 
be a reporter with the ability to write only 
200 minute, for there many 
times when the speed of court proc eedings 
than 200 minute.’’ That 
is very true, but it is quite likely the beginner 


should be able to write 200 words a 


words a are 


is more words a 
will not get his appointment in a large city 
where the requirements are high. Someone 
will say, “‘Why, you don't 
ticular speed on solid matter at all, for you 


Whether 


or not you get solid matter in court, I con- 


need any’ par- 


do not get solid matter in court.” 


sider it a measure of ability, and in a court 


in a large city it has been my experience 
that you get more or less solid, non-technical 
matter to write. 


arguments to the court are not referred to 


Arguments to the jury and 


as solid matter in the general sense in which 
that term has come to be used. 

On the other hand, I will hear the 
plaint from others that it is not necessary to 
write 200 words a minute on testimony and 
150 words a minute on solid matter because 
those speeds are not required. Well, in a 
conditions are true and 
in the nature of drawing 
pretty exacting distinctions. Every statement 
has a relative depending upon the 
circumstances involved and the particular ex- 


com- 


sense both of these 
in a sense both are 


value 


perience of the author of the statement. It 
is quite likely to be the fact that in the 
larger centers of population the shorthand 
speed required is higher than in the smaller 
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(Common Phrases 


The “That’’ Family 


that will go 


at will give 


hat will be dene 


at will have 


at will have the 


remember that 


expect that 
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enters of population, but this assumption is 
often far from the fact. Because there is no 
definite rule and no far-reaching control pos- 
essed by the reporter over the rate of speak- 
ing, it is desirable to be prepared for the 
most difficult and the most rapid 
utterances 


TECHNICAL MATTER 


Some will ask immediately about technical 
testimony, and it seems that in the minds 
of those who are preparing for reporting, 
their thought is that the only form of tech- 
nical testimony is medical testimony. This 
is not at all the fact. There is a great deal 
to be said, however, about the reporting of 
technical testimony. Often the importance 
of this feature of reporting is overestimated, 
but about the time you feel quite confident 
that the difficulty of reporting technical 
testimony is overrated you are almost sure 
to have occasion to report one of the most 
dificult cases within your experience. There 
is no general rule that can be applied in this 
regard, so you can see that when you have a 
certain degree of general knowledge you will 
be able to take any proceedings in the court 
room. 


MEDICAL TESTIMONY 


It has always seemed to me in certain 
respects that medical reporting was easier 
than many other phases of reporting. For 
example, I remember a lawyer once asking a 
witness what his business was. The witness 
said: “I am an ophthalmologist.” It just 
happened the attorney did not understand 
what the witness said, either from lack of 
comprehension of the term or from lack of 
hearing, and he asked the witness to repeat 
the name of his line of business. After the 
attorney found out for himself the name of 
the witness’s business, then he said to the 
witness, “‘Explain to the jury just what an 
ophthalmologist is."” While the jury was being 
informed, the attorney listened very atten- 
tively. 

Thus, in the repetition of the word per- 
haps fifteen or twenty times, the reporter 
had the opportunity, as many different times, 
to find out for himself what the word meant. 
It just happened in this particular case that 
I had a very intimate knowledge of the word 
and the work and I had had for a period of 
years preceding the trial of the case in ques- 
tion, but had this not been the fact the ques- 
tioning concerning the term ‘“‘ophthalmolo- 
gist”’ would have been ample to give an un- 
derstanding of the word through the various 
repetitions in the questions and the an- 
swers and enable me to report the case 
properly. 

I just mention this to show, however, that 
in court reporting many of these so-called 


difficult terms are repeated for the benefit 
of the jury and for the purpose of clarity 
of proceedings. 
200-WORD SPEED ONLY A START 
I have given you now some standard to 
work for. If you develop the ability to write 
200 words a minute on testimony and 150 
words a minute on solid matter and then 
assuming, for the moment, that my judg- 
ment is bad, if you develop a little further 
ability for good measure, I feel sure you will 
have made a very satisfactory start. I feel 
equally sure that you then will have more 
ability than some persons now practicing 
reporting, but I am certain that unless you 
develop the ability to write at a great deal 
more than the speeds I have given, you will 
not be able to record accurately everything 
that is said in the proceedings you report 
if you have a wide range of work over a 
period of years. To be a real shorthand 
reporter it is necessary to write accurately 
as fast as English is spoken, no matter whether 
it is 150 words a minute, or less, or more. 
There is very much that might be said 
on this subject, but this is just an indication 
of a proper start. I have tried to tell you of 
an opportunity that you may have by regis- 
tering your name with the Gregg Writer 
as one who would likea reporting appointment. 
I have tried to suggest to you one or two 
of the qualifications necessary to be a reporter, 
and perhaps one or two ways of getting the 
appointment on your own account. If you 
think well of these suggestions follow them 
and your chances to accept the next oppor- 
tunity will be greater and the number of 
opportunities that come your way will be 
likely to be greater. 


The “‘That”’ Family 


\ E must concede the importance of phras- 


ing. There are principles in phrasing 
just as there are principles in word writing. 
To phrase to advantage a writer must know 
all the principles and must apply them at 
every opportunity. It does not seem to be 
an overstatement to say that in reporting 
court or general proceedings proper phrasing 
represents fifty per cent of one’s writing 
ability. 

Do you know all the combinations that 
can properly be made with the word that, 
and do you use those combinations in your 
writing? Study the phrases opposite in the 
light of the principles involved. Pick out 
those phrases which represent the over- 
stroke and the balanced stroke. Pick out 
the joinings of that initially, medially, and 
finally. These principles are a few which you 
may wish to adopt in acquainting yourself 
with the very large family of “‘that’’ phrases. 
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| Short Stories in Shorthand 








Suited to Her Taste 


His Opportunity 


Safety First 





Vr. Webster 


The Usual Sign 


That's Different! 














